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MOJIO)KEHUE OB APXHBE
B ABTOHOMHOH HeKOMMep4eCcKOH OpraHu3alHH
JAOTOJIHHTE/]IbHOr0 00pa3oBaHusA
Herckuii pazsuBawomuii neHtp «ICTEP»

1. OBIIUE IOJIOXXEHUSA

1.1. B ABTOHOMHON HEKOMMEpPYECKOM OpraHM3aldd JOIOJIHHUTEIBHOIO
obpaszoBanus [etckuit pasBuBarommii ueHTp «ICTEP» (manee — opraHuzaius)
JUIsl XpaHEHHUs] 3aKOHYEHHBIX J1eJI0ONPOU3BOICTBOM JOKYMEHTOB CO3/1a€TCs apXUB.
1.2. Opranu3zanus BbIAENSET MOJ apXUB MTOMENIeHHe, oTBevaroniee TpeOoBaHUIM
obecriedeHUss COXPaHHOCTH  JOKYMEHTOB, a TaKXe€ COOTBETCTBYIOIIee
obopyznoBaHue.

1.3. 3aBemoBaHHMe apXWBOM IIOPYy4YaeTCs OTBETCTBEHHOMY 3a apXWB JIHILY,
Ha3Ha4YaeMOMY IIPUKA30M PYKOBOJUTENS OpraHU3aluy.

1.4. B cBoeil paboTe apXuB OpraHHM3allUUd PYKOBOJCTBYETCS 3aKOHOAATEIbHBIMU
aktamu  Poccuiickoit ®enepauuu M0 apXMBHOMY Jelly, HOpPMAaTHUBHO-
METOAUYECKUMHU JOKyMeHTaMd MuHkynbTypsl Poccun u  ®DenepanbHoro
apXMBHOro areHtcTtBa Poccuu, mnpukazamMuM U yKa3aHUSIMU pPyKOBOJCTBA
opraHu3auuy ¥ HactosmuM [lonoxeHuem.

1.5. KoHTponp 3a [eATENBHOCTBIO apXHBa OCYIIECTBISET PYKOBOICTBO
OpraHu3alMl WIM CTPYKTYpPHOIO MOApPA3[elIeHHs, B COCTaB KOTOPOTO BXOIHUT
apXuB.

2. COCTAB IOKYMEHTOB APXHUBA.

B apxuB nepenarotcs:

2.1. 3axoHYeHHBIE JAEIOMPOU3BOJCTBOM JOKYMEHTHI, 00pa30BaBIIHECs B
JEeATEIbHOCTH OpPraHU3alliy U €€ CTPYKTYPHBIX MOApa3/IeIeHUH:

— Jiefla TOCTOSIHHOTO XpaHeHHUs;

— Jles1a BpeMeHHOTo (cBbiie 10 1eT) cpoka XpaHeHus;

— IOKYMEHTHI 10 TNYHOMY COCTaBy;

— JOKYMEHTBI IIOCTOSIHHOT'O XPaHEHUS U 110 JTMYHOMY COCTaBY OpraHHU3alnii-
NpeALleCTBEHHUKOB,

— CIIPaBOYHBIH anmapar K JOKyMeHTaM apXuBa (OIHCH, HOMEHKJIATyphI Jel,
KapTOTEKH U T. I.).



3.3AJAYU U ®PYHKIIUU APXUBA

3.1. OcHOBHBIMHM 3a7ja4yaMH apXHBa SBJISIOTCS:

— KOMIUIEKTOBAaHUE apXHUBa JOKYMEHTaMHU, COCTaB KOTOPBIX MPEAYCMOTPEH
pasziesioM 2 HaCTOSALIETO MOJIOKEHHS,

— obecrieyeHrne COXPaHHOCTH U Y4eT NPUHATHIX Ha XpaHEeHHEe TOKYMEHTOB,;

— OpraHu3alys NpakTU4ecKoi paboThl, CBI3aHHOU C UCITOJIb30BaHUEM
JIOKyMEHTOB, XpPaHSILUXCS B apXUBE;

— KOHTPOJIb 33 IIPaBUJIBHBIM (JOPMHPOBaHHEM U 0OPMIIEHUEM TOKYMEHTOB B
JeJI0NIPOU3BOJCTBE, OTOOPOM U IMOATOTOBKOM X K Mepefaye Ha apXUBHOE
XpaHeHHe.

3.2. B COOTBEeTCTBUM C BBINOJHAEMBIMH 3aJadyaMH apXdB OCYIIECTBISET
crenyroue QyHKIUu:

— IPUHUMAET I10CJIe 3aBEepIIEeHUs Je0NPOU3BOJCTBA, YUUTHIBAET U XPAHUT
00pa3oBaBIIHeCs B AEATEIbHOCTH OpraHU3aLUK JOKYMEHTHI, 06paboTaHHbIE B
COOTBETCTBUH C JEHCTBYIOLUIUMH IIPaBHIAMH;

— Opranu3syet paboTy [0 IOATOTOBKE OIMCE 3aBEPIIEHHBIX IEI0MPOU3BOICTBOM
JOKYMEHTOB IIOCTOSIHHOTO XPaHEHHs U 110 TMYHOMY COCTaBY;

— OCYILECTBIISAET yYeT [10 HOMEHKJIATypaM JeJ, HaXOAIMIUXCS B CTPYKTYPHBIX
noapasieneHusx (y UCIOJHUTeNeH) JOKYMEHTOB BPEMEHHOTO XPaHEHHS;

— obecneyrBaeT MOJNHYIO COXPAHHOCTh IPMHATBIX HA XpaHEHHE JE;

— CO3/IaeT, MOMOJIHAET U COBEPILIEHCTBYET Y4ETHO-CIIPABOYHBIH armapar K
XPaHAILIMMCS B apXUBE J1e1aM M JOKyMEHTaM;

— OpPraHHU3yeT UCII0JIb30BaHHE XPAHSIIIUXCS B ApXUBE JOKYMEHTOB;

— MH(QOPMHUPYET PYKOBOJCTBO U PAOOTHUKOB OPTaHU3AI[MU O COCTaBe U
COZIep)KaHMU JOKYMEHTOB apXHBa;

— BBIJIAET B yCTAHOBJICHHOM IIOPSIKE XPaHSIUECS B apXUBE Jeja U JOKYMEHTHI
JJIS1 UCITIOJIB30BAHMUS B IPAKTHYECKHUX U APYTUX LEJAX;

— HCTIOJIHAET 3aMpOChl yUYPEXIACHUH U rpaXkJaH 00 YCTaHOBIEHHH TPY/0BOTO
CTaXka ¥ M0 IPYTHUM BOIIPOCAM COLMAIbHO-IIPABOBOTO XapaKTepa,

— BEJIET y4eT BbIAa4l apXMBHBIX €] U JOKYMEHTOB, OCYLIECTBIISET KOHTPOJIb 3a
CBOEBPEMEHHBIM HX BO3BpAILllEHHEM B XPaHHJIHIIIE;

— IPOBOIUT 9KCIIEPTH3Y LIEHHOCTH JOKYMEHTOB, XPaHSIILIUXCS B apXUBE,
CBOCBPEMEHHO OTOMPAET K yHMYTOXKEHHUIO JIela C MCTEKIIMMHU CPOKaMU XPaHEHHS,
— OKa3bIBaeT METOAUYECKYIO IIOMOLIb CIyK0€e eI0NPOU3BOACTBA OPraHU3alluH B
COCTaBJICHUH HOMEHKIIATYphI [€]1, KOHTPOJIMPYET MPaBHIbHOCTH (OPMHUPOBAHUS U
0OpMIIEHHUS JIeTT B IETIONPOU3BOACTBE, IOATOTOBKY JOKyMEHTOB K Iepe/iaye B
apXHB OpraHHU3allHH,

— B CJTy4ae 3aKJIFOYE€HHs C COOTBETCTBYIOLIUM yupexaeHueM DenepaabHOro
apXMBHOTO areHTcTBa Poccuu morosopa o nepenade Ha rocyaapcTBEHHOE
XpaHEHHE JOKyMEHTOB OpraHu3alyu 00ecredrnBaeT oArOTOBKY 3THX JOKYMEHTOB
1 CBO€BPEMEHHOE MPECTaBIEHHE OIHUCH e TOCTOSHHOTO XPaHEHHMs Ha



yTBEP)KIEHHE SKCIIEPTHO-IIPOBEPOYHOI KOMUCCUH YKA3aHHOTO apXUBHOTO
YUPEXKACHHUS.

4. IPABA APXHBA

4.1. B nensax BBHINOJHEHUS BO3JOXEHHBIX 3a7ad U QyHKUHUH apXuB MMEET MpPaBo:
— KOHTpOJIHUPOBaTh COONIIOJIEHHE B OpraHM3alii M B €€ CTPyKTYPHBIX
ToZIpa3/ieIeHUsAX YCTAHOBJIEHHBIX MpaBWil paGoThl ¢ JOKYMEHTaMH, 0OecrevueHus
X COXPaHHOCTH, KadecTBa 0TOOpa M MOATOTOBKHM J€N K Iepefaye Ha apXUBHOE
XpaHEeHHUE;

— BHOCHTH Ha pPacCMOTpPEHHE pPYKOBOJACTBA OpraHW3alUdd IPeJIOKEHUs,
HalpaBeHHblE Ha YJIydlIeHHe B CTPYKTYPHBIX MOJpa3feleHusX paboTsl 10
0(hOpMJIEHHIO TOKyMEHTOB, pOPMHUPOBAHHUIO UX B JI€)1a, IIOArOTOBKE TOKYMEHTOB K
nepefadye Ha apXUBHOE XpaHEHHUE,

— INpeINCTaBiIATh B YCTAaHOBICHHOM IOpSOKE 3asiBKU Ha oOecleuyeHHe apxuBa
HE0OXOIMMBIM 000PYI0BaHHEM M MaTepUaiaMH, IPOBEIeHHe PEMOHTHBIX paboT
)%+

— Yy4YacTBOBaThb B OpraHH3yeMbIX yupexacHusMU DenepalbHOr0 apXuBHOTO
areHTcTBAa POCCHM MEpOTNPHUATHSX IO TOBBILIEHHIO KBaTU(UKALUU paGOTHUKOB
BEJIOMCTBEHHBIX apXMBOB M JIEJIONIPOU3BOACTBEHHBIX CIIy)X0, YUYpeXIEHHH H
IpPEeATPUATUN.

5. OTBETCTBEHHOCTbD 3ABEAYIOIEI'O APXUBOM

5.1. JJo/bKHOCTHOE JHUI0, KOTOPOMY IOPYYEHO 3aBElOBaHHE apXWBOM, HeECeT
OTBETCTBEHHOCTH 32 COCTOSIHHE pabOThl apXWBa U BBHINIOJHEHUE BO3JIOXKEHHBIX Ha
HEro 3aa4 U QyHKIUH.



